



























































MnCARRS (Minnesota Community Advisors on Recruitment and Retention
Solutions)

Minnesota Department of Transportation (Mn/DOT) developed Minnesota Community Advisors
on Recruitment and Retention Solutions (MnCARRS) to build lasting relationships within the
various underrepresented communities that Mn/DOT serves.  With only 20% female and
barely 7% minority employees, Mn/DOT was facing challenges in recruiting and retaining a
qualified and diverse workforce. Mn/DOT was not accomplishing its goals through solely
attending job fairs and realized it needed to get more involved in the minority communities and
engage more community members in their recruitment processes. Thus, the desire to establish
a community partnership through the implementation of MnCARRS stemmed from Mn/DOT's
goal to intensify its diversity-focused recruiting efforts.

MnCARRS represents all minority communities, including women, veterans and people with
disabilities. The partnership includes approximately 18 local, predominantly minority or women-
managed organizations. Mn/DOT made an intentional effort to work with organizations and
employees who had leverage and credibility in those minority communities. Members of
MnCARRS from these organizations sponsor community information meetings to discuss
various job openings. Job postings sent to the MNCARRS members are in turn disseminated to
their individual networks of minority individuals in the community. Mn/DOT launched the
MnCARRS program with a short-term one year objective to recruit and hire a qualified diverse
group of candidates for 50-60 open technician positions tasked with winter snow-plowing.
Currently, MNCARRS has resulted in a total of 30 minority hires in the past year.

Mn/DOT conducted information sessions in the community to educate their partners about the
agency. The agency also put together a PowerPoint presentation that covered state jobs and
methods of interviewing and applying for state jobs. The presentation provided tutoring in math
for prospective applicants, MNnCARRS members have provided Mn/DOT with greater visibility in
minority communities, as well as an opportunity for these populations to learn more about the
agency. Several Mn/CARRS members are serving as community mentors for the temporary
Transportation Associate (TA) candidates hired at Mn/DOT. Another Mn/CARRS team member
is now formally assisting Mn/DOT Human Resources (HR) with integrating diversity into the
competency-based interview training for Mn/DOT supervisors. Finally, MNCARRS serves as a
positive voice within a larger diverse community about Mn/DOT and its efforts to diversify its
workforce and partner with their communities. MNnCARRS has helped alleviate several
workforce issues, specifically recruiting and maintaining a diverse employees by broadening
Mn/DOT’s recruiting opportunities and avenues for reaching a large diverse audience.
MnCARRS has helped Mn/DOT get the news out that the agency is interested in hiring
minorities for jobs with current vacancies. MnCARRS also prompted Mn/DOT to review the
agency’s hiring process and utilize trial programs to supplement the normal qualification and
interview process.

Implementing MNCARRS in the agency was accomplished with minimal costs, primarily time
and resources. Mn/DOT's HR staff did all the work and the partners that MNCARRS uses are
volunteers. Mn/DOT maintains specific reports related to the implementation, maintenance,
and success of its MNCARRS group. The agency also developed a best practices document
that is being shared with Minnesota’s State HR and Finance Office. This document highlights
the "Do’s” and “Don'ts” about recruiting and retaining a diverse workforce.”
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If you are aware of a recruitment / community outreach opportunity that is not on our
Recruitment Calendar, please contact Jolene Forman with the details.

Mn/DOT RECRUITMENT CONTACTS:

Graduate Engineer/Land Surveyor Program Manager: jessica.etukudo@state.mn.us

Recruitment Programs Manager: jolene.forman@state.mn.us

Seeds Program Manager: denise.hals@state.mn.us

District 1 Duluth/Virginia: sue.fagan@state.mn.us

District 2 Bemidji/Crookston: christine.johnson@state.mn.us
District 3 Baxter/Saint Cloud: karen.bowman@state.mn.us
District 4 Detroit Lakes/Morris: teresa.elkin@state.mn.us

- Metro

St Paul/Minneapolis: janelle.loye@state.mn.us

District 6 Rochester/Owatonna: patty.eckdahl@dot.state.mn.us

District 7 Mankato/Windom: cindy.wagner@state.mn.us

District 8 Willmar/Marshall: nancy.kulseth@state.mn.us

MnDOT's recruitment efforts include college campus career fairs, early recruitment initiatives
and various community & academic outreach efforts.

Hiring Practices for Goal Achievement

Objective
To ensure hiring processes at Mn/DOT predict successful job performance and creates a
representative workforce that reflects the diversity of the communities we serve.

Strategy
The following process will be used when filling vacancies at Mn/DOT:

The Office of Human Resources (OHR) will develop job-relevant exam criteria for
positions or job classifications.

Permanent and temporary unclassified positions will be posted for interest and
competition. Courtesy posting of temporary unclassified positions may be waived if
sufficient rationale exists and is approved by the appropriate Division Director.

OHR will work with the hiring authority to provide a roster of qualified candidates for
potential interview.

When hiring authorities expect to make a hire that results in a missed opportunity, they
will submit the information listed below (Goal Achievement Checklist) to the Affirmative
Action Officer (AAO) for review.

The AAO will provide regular reports on hiring activities to Commissioner’s staff, the
Human Resources Director, the Diversity Council and the hiring authorities.
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Goal Achievement Checklist
When bypassing a protected group candidate, and prior to making a job offer, the hiring
authority will provide the following information to the AAQ:

1. Was the position posted? If so, provide a copy of the posting.

2. If position was not filled via a contractual posting, were reasonable recruitment
methods implemented to ensure a diverse candidate pool? If so, outline the
recruitment sources.

3. Were competency-based interview questions used during the interview process? |f
so, provide a copy of the interview questions.

4. Were the competency-based interview questions reviewed by the Office of Human
Resources {OHR)?

5. Was a diverse interview panel used? If so, provide names of staff on interview
panel.

6. Was the DOER Missed Opportunities form completed? If so, attach a copy of the
form.

Responsibilities
¢ Hiring Authority as needed
*» AAQO as noted in strategy
¢ OHR as noted in strategy

Outcome Measurement

¢ The strategy will withstand the scrutiny of an annual review to determine its
effectiveness.

s Goal Achievement will be incorporated into the performance management tools of any
employee who has the authority to hire. Hiring authorities’ performance in Goal
Achievement will be measured by their direct supervisor/manager.

¢ The AAO will provide regular reports to all management level employees to assist
management in decision-making.

¢ Appropriate measures will be developed to measure success.

Communication Strategy
o The communication strategy will include regular updates by the AAO to the Diversity
Council and semi-annual updates to Commissioner’s staff, along with periodic pieces in
News Line for all employees.

Potential Training Needs
¢ Conducting Unbiased Competency-Based Interviews

Retention Plan

Objective

Ensure principles of a fair and respectful workplace with emphasis on cross-cultural awareness
/ understanding to promote appreciation of an increasingly diverse workforce. Encourage
retention and success for all employees and solicit feedback on employee career experience.
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Strategy

Seek feedback from employees on issues of concern. Establish agency-supported employee
networks and encourage employees from diverse backgrounds to get involved. Such affinity
groups provide a forum for minority employees and help prevent feelings of isolation.
Encourage mobility within the agency.

Promote mentoring to provide employees with diverse backgrounds with information on
organizational norms and career opportunities, as well as access to networks — formal and
informal — they might be excluded from under normal circumstances.

Periodically survey employee satisfaction and conduct entrance and exit surveys to help identify
trends and establish a baseline for measuring change.

Responsibilities

Office of Workforce Development / Human Resources

» Incorporate an entrance survey into the New Employee Orientation framework.

« Monitor the retention and eventual hiring of diverse candidates through student worker
feeder systems and/or affirmative efforts at on-the-job training (i.e. Seeds program).
Centrally collect and analyze exit interview data.

« Report semi-annually on exit interview data and trends. Provide reports to agency's
AAQ.

« Develop and by request, consult with offices/districts on methods/resources they can
employ encourage employees to provide feedback. (May consist of 360 degree
feedback tool, focus groups, surveys, etc.).

« By request, assist offices/districts in addressing potential retention and/or employee
satisfaction issues that detract from successful work performance or principles of a fair
and respectful workplace.

+ Collaborate with the agency’s AAQO, offices and districts to develop strategies that
address any unfavorable trends in turnover, particularly where employees cite race,
gender or disability discrimination, harassment, mis-treatment or related reasons as
their primary motivation for leaving Mn/DOT. |dentify areas that have specific needs
and address those needs.

AAQ
* Report results of baseline exit interview report to executive team.

Work with HR to develop strategies that reduce turnover rate when reasons are

discrimination, harassment, not treated well, etc. ldentify areas that have specific needs

and address those needs.

« Provide bi-annual report to executive team that conveys overall turnover rate, reasons
employees leave agency, strategy to reduce rate for reasons such as harassment,
discrimination and poor treatment, changes in turnover and whether those changes can
be attributed to strategies implemented.
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Senior Management (Office Directors and Above)

¢ Address areas within your jurisdiction that have identified discrimination, harassment,
maltreatment as an issue.

o Add measures to direct reports performance management tool when necessary.
Convey a strong message to employees and direct reports about your position of
intolerance for discriminatory, harassment and maltreatment of employees and your
expectation that managers and supervisors will manage their work areas appropriately
and seek assistance from HR when needed.

Outcome Measurement

» Outcomes will include increased insight into how voluntary employee turnover may be
minimized and how the needs of both the organization and its employees might be best
met. Satisfied employees deliver superior service.

¢ Appropriate measures will be developed to measure success.
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Appendix: Recruitment Events

Organization Event Location
U of M Annual Transportation Career Uof M
Expo. 2009
U of M U of M Job and Internership Minneapolis Convention

Fair 2009

Center

MN Private Colleges

MN Private Colleges Jobs and
Internship Fair 2009

Minneapolis Convention
Center

MN State Universities

MNSU Job Fair 2009

Minneapolis Convention
Center

Science Museum

17™ Annual Afric Americans in
Science 2009

Science Museum

St. Cloud State

SCSU Summer Job and
Internship Fair 2009

St. Cloud University

St. Could Tech. College

21% Annual Technical Job Fair
2009

St. Cloud Technical
College

Lake Superior College

Job Fair 2009

LSC

Summit Academy OIC

Job Fair 2009

Summit Academy OIC

American Indian OIC

13" Annual American Indian
OIC Career Fair 2009

American Indian OIC

DEED MN Veteran’s Career Fair 2009 | Earle Brown Heritage
Center
St. Cloud Diversity Job Fair 2010 St. Cloud University
Uof M Transportation Career Expo Uof M
2010
U of M Science and Engineering Day Uof M
2010
Uof M ASCE Career Fair 2010 Rapson Hall
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Appendix: Recruitment Events
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Organization Event Location
DEED MN Veteran's Career Fair 2010 | Earle Brown Heritage

Center

University of St. Thomas

Multicultural Forum on
Workplace Diversity 2010

Minneapolis Convention
Center

DEED

| Get the Jobs Job Fair 2010

| Eagan Civic Arena

Hennepin County

NW Hennepin Career and
Community Resource Fair 2010

Hennepin Technical
Community College

Sabathani Community
Center

Classroom Presentation 2010

Sabathani Community
Center

St. Paul College

| Classroom Presentation 2010

| St. Paul College

Achieve Minneapolis

| High School Career Fair 2010

| South High School

Eastside Neighborhood
Services

Material Handler Classroom
Presentation 2010

Eastside Nieghborhood
Services

Achieve Minneapolis

| High School Career Fair 2010

| Washburn High School

St. Paul College

Girls in Engineering
Presentation 2010

St. Paul College

City of St. Paul

Invest in St. Paul Community
Days 2010

Rice Street Recreation
Center
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